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 General Information

Title of the Course: Short term course on “Building Effective Resume”

Total Contact Hours: 5 hours

Opening of registration process: 30th March, 2021

Closing of Registration Process: 4th April, 2021

Mode of Registration: Online

Weblink for Registration: https://forms.gle/uF26nEHmixGW5m4YA  

Date for Commencement of the Course: 7th April, 2021

Closing of the course: 10th April, 2021

Duration: 4 days
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 General Information

Total No of Students Enrolled: 15 students

Total No of Students Enrolled: 14 students

Registration Fees: ₹100/- (Rupees One Hundred only)

Total Registration Fees Collected: ₹ 1400/- (Rupees One Thousand 

and Four Hundred only)

Course Coordinator: Ms.Rajni Khyriem

Course Instructor:  Ms.Rajni Khyriem
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       About this Course

This course has been designed for students who want to build 

an effective resume for themselves. Writing a resume can be an 

overwhelming task. Resume writing is something many jobseekers 

find nerve-racking. In this course one will learn about how to write 

a resume, resume formats, action words for resume, skills for 

resume and sample resume templates. When you complete the 

course, you’ll have an eye-catching resume that lets your 

professional strengths shine.
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 Course Structure

I. Define course goals: the purpose of a resume. 

II. Structure of a typical resume

A. Top-to-bottom look at the typical sections of a resume. 

B. Identifying relevant materials/data for the various sections.

III. Resume Formats

A. Reviewing existing formats to support one's experience and 

career goals.

B. Criteria for selecting a resume format.

IV. Qualities to stay relevant and how to showcase them in a 

resume.

V. Creating your own resume - The Dos and Don'ts. 
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  Students Details

Details of Students Registered for the Course.

Sl. No. Name Semester Department

1 Taziana Daphishisha Mariah Lamare Kharkongor 5th Computer Application

2 RK Shaktiraj Singh 5th Computer Application

3 Ibakordor Dkhar 5th Computer Application

4 G PETER 5th Computer Application

5 Elizabeth Lyngdoh Mawphlang 5th Computer Application

6 Subeksha Thapa 5th Computer Application

7 Philaridahun Syiemlieh 5th Computer Application

8 Sahil Dey 5th Computer Application

9 Ibakordor Kharmih 5th Computer Application

10 Bamutlang Mylliemngap 5th Computer Application

11 Gavel D. Kharmalki 5th Computer Application

12 Famelia Linza R Sylliang 5th Computer Application

13 Changkime M Marak 5th History

14 Lalruatzeli 5th History

15 Stacy N Neihsial 5th History 7



  Students Details

Details of Students’ Attendance for the Course.

Sl. No. Name Total Hrs Attended Attendance %

1 Taziana Daphishisha Mariah Lamare Kharkongor 5 5 100%

2 RK Shaktiraj Singh 5 5 100%

3 Ibakordor Dkhar 5 5 100%

4 G PETER 5 5 100%

5 Elizabeth Lyngdoh Mawphlang 5 5 100%

6 Subeksha Thapa 5 5 100%

7 Philaridahun Syiemlieh 5 4 80%

8 Sahil Dey 5 5 100%

9 Ibakordor Kharmih 5 5 100%

10 Bamutlang Mylliemngap 5 5 100%

11 Gavel D. Kharmalki 5 5 100%

12 Famelia Linza R Sylliang 5 4 80%

13 Changkime M Marak 5 0 0%

14 Lalruatzeli 5 5 100%

15 Stacy N Neihsial 5 5 100% 8



  Students Details

  Participants were required 
to create their own resume at 
the end of the course by 
applying the elements 
learned during the course. 
The resume was then 
evaluated by the instructor of 
the course.

Sl. No. Name Semester

1 Taziana Daphishisha Mariah Lamare Kharkongor A+

2 RK Shaktiraj Singh A+

3 Ibakordor Dkhar A+

4 G PETER A+

5 Elizabeth Lyngdoh Mawphlang A+

6 Subeksha Thapa A

7 Philaridahun Syiemlieh A+

8 Sahil Dey A+

9 Ibakordor Kharmih A+

10 Bamutlang Mylliemngap A+

11 Gavel D. Kharmalki A+

12 Famelia Linza R Sylliang A

13 Lalruatzeli A+

14 Stacy N Neihsial A+
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   Syllabus Coverage

Sl. No. Date Contact Hrs Topic Covered

1 07-04-2021 1 Define course goals: the purpose of a 
resume. Structure of a typical resume

2 08-04-2021 1 Resume Formats

3 09-04-2021 1 Qualities to stay relevant and how to 
showcase them in a resume

4 10-04-2021 2 Creating your own resume - The Dos and 
Don'ts. The Complete Resume.
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Course Feedback

The Feedback form was designed for the participants using a google 
form  https://forms.gle/97z5fWLqGH8oSUQ36 and was responded 
to by 14 participants. The analysis is depicted below.
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